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3 Kerch 1&7 


MEm\lTO4 FOR: Chief, Support Services Staff 


SUBJECT: 


iRcprlnt of 1955 Correspondence Handbook 


1. /.s you revested X have reviewed the repainted Correspond- 

ence Manual end find: 


a. Th# reprint was raade 15 October lf.(S5. 


b* On the reprint the 1955 date vee deleted. 


c. Illustrations of forms were updated on pages 53 

through 67. . 


d. Foj™ numbers in the text were changed to conform with 
updated illictrations on pages 59 through 68. 


. e ♦ 25*# old Correspondence Handbook , [ ] is 

dated Key l£35. In June 1953 the PCI section was changed ’ by' 
Eegulations j Staff, Paring the October ,1965 reprint the 
printer insistently uc'qd tho old Mey 1955 negatives for 
the PCI chejter ‘ (pages 55 through 93). 


2 ,- 21 iic reprint was made in en effort to respond to many re- 
quests to this Staff for guidance ch the preparation of , corresponds* re. 
A revision of th# Handbook was in process at the time but would reend.a: 
considerably more time to be published. Consequently, since the exist- 
ing Handbook was ; considered to be better 'than nothing, the stock v.so 
replenished in October 1965. The forms illustrations were so ■ebyiov.yJg 
obsolete the correct forms samples' were substituted. ; 


3. One hundred copies .v/crc- printed and distributed to all Hoar vdi 
Officers and anyone -that requested them -just es was done with, the 
Handbook in the past* Fifty copies vent to the Interim Assignment 
Pool on 16th Street. BOP’s are taught : that fwfcen assigned <thei? no..- 
office procedure 1 would prevail, but this manual was to be a. general 
".guide, mid -’point of departure for them, For years every stenographer 
left the pool with a copy of the 1955 edition of the Correspondence 
Handbook. 
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h, ixi revicrinp the DC I section in the reprint* I cor.ei lor it 
a fortune he accident that the 1955 section ■was used rather than thc^ 
195B section rhxch is replete with references to Mr. Dul3.ee, G-cner,, 
Cabell, cud their correspondence procedures. . 

% In reply . to your question as to our next stop, I would 
recci^jcnc; that uc incveocc cur effqrt to publish an up to date ^ 
-revision of the Correspondence Handbook • Your idea of deleting - tue 
DCI section frori the general manual and publishing it as a cruller 
■■booklet for offices concerned is, excellent. .Wc could put such u 
note in the revision and circulate a memo asking for contributions^ 

6. Finally, I believe the reprint uod a sincere, eoncicr.tiour, 
effort to provide or. interim solution for a pressing preblss:^ I fr 
absolutely nothing to indicate any intent to cii'cumver.t the Dc^ulut. 
Issuance procedure and authority. I feel v.-c* have no probler.i otne-x* 
than producing an updated manual. 
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